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INTRODUCTION 

This position serves as a Special Advisor for the Office of the Executive Secretariat. The Office 

of the Executive Secretariat is the focal point in the Agency for tracking of all executive 

correspondence and documents for the Administrator and Deputy Administrator. The office is also 

responsible for managing Freedom of Information Act (FOIA) operations. 

The proposed incumbent of the position requested for Schedule C exception will not be able to 

adequately perform his duties without being privy to the political, personal, and management 

philosophies of the Administrator, Deputy Administrator, and the Chief of Staff. A confidential 

relationship of a Schdeule C nature is imperative since the incumbent will speak for the 

Administrator, Deputy Administrator, and the Chief of Staff and, as such, will be expected to reflect 

their supervisor’s philosophies in conversations with leading figures of the government, business, 

and other groups. The incumbent will also be obliged to present the views of the Administrator, 

Deputy Administrator, and the Chief of Staff in correspondence and other communications with 

Agency managers and program officials.  

MAJOR DUTIES 

Serves as a special advisor to the office of the executive secretariat specializing in the Freedom 

of Information Act (FOIA). Advises on the execution and management of FOIA requests and 

projects. Makes recommendations regarding program effectiveness and efficiency. Provides 

guidance and advice on Federal privacy policy, processes, and information management. This 

includes consulting on congressional inquiries, calendar management, and other record 

preservation. Arranges for the implementation of specific polices and solutions developed.  

Maintains a continuous awareness of information management, privacy, and FOIA,  and makes 

recommendations concerning the development and implementation of agency wide program 

implementation and improvements. Advises on federal record keeping guidance. 

Performs a variety of special assignments sometimes on the basis of specific instructions but 

more often with only a general outline of what is desired. Provides information to the supervisor 

and other senior staff through personal briefings, special reports, and position papers on urgent 

and sensitive matter of particular concern or interest to OEX. Makes observations and adds input, 

as appropriate, to consider during the decision-making process when planning the course of 

action.  

Advises on operational program development efforts which reflect a commitment to improving the 

effectiveness and efficiency of the FOIA process. Provides timely input and suggestions when 

administrative management guidelines and procedures are being developed to ensure smooth 



and uninterrupted operations for handling highly sensitive and/or urgent tasks, especially those 

of a political nature.  

Maintains ongoing liaison with the Office of Continuous Improvement and the Office of 

Congressional and Intergovernmental Relations to ensure involvement of office priorities and 

oversight in applicable areas.  

Writes and prepares briefing materials, position papers, and responses to White House or 

Congressional inquiries.  

Performs other duties as assigned.  

 

FACTOR 1. KNOWLEDGE REQUIRED     LEVEL 1-7  1250 PTS 

Extensive knowledge of a wide range of administrative concepts and practices sufficient to enable 

the incumbent to recommend changes to administrative policies, to devise and implement 

procedures and practices affecting the office, and to foresee any administrative problems and 

requirements.  

Knowledge of government information management laws, regulations, principles, and policies.  

Knowledge of comprehensive analytical and evaluative techniques, concepts, principles, and 

methodology related to the identification, consideration, and resolution of issues or problems of a 

procedural or factual nature. 

Comprehensive knowledge of the supervisor’s policies and views on significant matters affecting 

the organization.  

FACTOR 2. SUPERVISORY CONTROLS   LEVEL 2-4   450 PTS 

Within established work assignments, the employee is responsible for planning and organizing 

work, estimating costs, coordinating with staff and line management personnel, and conducting 

all phases of the work. The employee informs the supervisor of potentially controversial findings, 

issues, or problems with widespread impact. Completed assignments, projects, reports, or 

recommendations are reviewed by the supervisor for compatibility with organizational goals, 

guidelines, and effectiveness in achieving intended objectives.  

FACTOR 3. GUIDELINES      LEVEL 3-4   450 PTS 

Guidelines include agency policies, and administrative and operational procedures. Incumbent 

must use initiative and resourcefulness in deviating from traditional methods to perform the 

assignments. The incumbent uses judgment to interpret and adapt guidelines to specific 

assignments to achieve required results.  

FACTOR 4. COMPLEXITY     LEVEL 4-4  225 PTS 

The work involves gathering information, identifying and analyzing issues, and developing 

recommendations to resolve substantive problems related to Government information 

management. The employee decides what needs to be done by evaluating unusual 

circumstances, considering different approaches, and dealing with incomplete and conflicting 



data. The employee uses judgment and originality by interpreting data, planning the work, and 

refining the methods and techniques being used.   

FACTOR 5. SCOPE AND EFFECT    LEVEL 5-4  225 PTS 

The purpose of the work is to effectively and efficiently collect, maintain, use and/or disseminate 

government information. Work involves identifying, analyzing and making recommendations to 

resolve complex problems. The incumbent advises on changes to program administration or 

recommends policies that authoritatively form the basis for management decisions affecting the 

efficiency and economy of operations. Work contributes to optimum organization functions. Work 

affects the plans, goals and effectiveness of programs at various locations within the Agency. 

FACTOR 6. PERSONAL CONTACTS   LEVEL 6-4  110 PTS 

Contacts are with persons inside and outside the agency. Contacts within the agency include 

senior agency managers and other officials. Outside contacts include consultants, business 

executives, and high ranking officials of other agencies and institutions.  

FACTOR 7. PURPOSE OF CONTACTS   LEVEL 7-3  120 PTS  

Purpose of the contacts is to collect and exchange information, provide consultation on problems, 

defend proposed approaches, negotiate settlement of differences, and resolve problem areas or 

controversies. 

FACTOR 8. PHYSICAL DEMANDS    LEVEL 8-1  5 PTS 

There are no major physical demands inherent with this position. The work is sedentary in 

nature. 

FACTOR 9. WORK ENVIRONMENT   LEVEL 9-1  5 PTS 

The work is performed in an office setting.  

TOTAL: 2840 

GS-12: 2755-3150 

 

 

 




